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19 July 1956
HEMORANDUM FOR THE RFCORTH

mJR0T: Reporta Menagement fotivity, Fiscal Year 1956

T. OEHERAL

1. Reports management activity was undertaken in each of
three Yajor Components of headquerters, As a result, the total
anrusl reporting worklond of headquerters was reduoed by 6,670
man hours, and substantisl benefits stemmed from the improvaed
quality of roporte.

II, DD/8 frea

1. & survey was made of the total reporting workload in the
©n/8 srea, preparatory to establishing a program for the contimiing
sortrol mnd improvement of reporis. Attschment I summarizes this
worklosd, HRecommendatlons were devaloped on LS of the 226 roport-
ing requirements exsmined. These recommendatlons were submitted
for asction by the appropriate Office and Staff Reports Yanagenent
Officars.

2, The following actions were taken which widd reducedreporte
ing workloads in the DD/S mrea by an estimated U020 man hours
anrwally. ‘

8, Discontimed the Cusrterly Vehioular Status fHeport
suhmitted by the 0ffice of Logistics to each Ares Divisiom. 22l
man houra,

b. Discontimed the monthly report, Volume and Cost of
Agency Telephona Traffic, required by the ID/8 from the Office of
logistics. 522 man hours,

ce Miseontimied the report, Overtime and Holiday Fork
Parformed, prepared by the Commerclal Htaff, 1k man houx s,

de Hoduced the frequency from gquarterly to semi.anmially

for the Office of legistios Renort of ‘“coomplishmerts and Object-
ivas, 360 man hours,
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e, Raduced the frequency from weckly to monihly for
zotivity reports submitted to the Pirector of lLogisties, 1,200
man hours,

f. Clarified the requirements for reports on field trirs,
Office of Loplstics, Man hour savings ars inestimable.

g, Heduced the frequency from weolkly to bleweckly for
astivity reparts sutmitied to the Director of Fersonnel. Also,
considerahly improved and reduced the combent of these reporits.
1,66l man hours,

h, Dincontimmed the monthly report, Status of lontracta
Resulting from Office of Corrmunications Hequlsitions, required by
the OFffice of Commmications from the Office of Logisties, 36 man
hours.

3, The fallewirg imrrovements developed from the survey are
in the rrocess of helng adorteds

2, Elimination of duplicate reporting of on-the-job
acoideonts to the CIA Safety Officer hy the Madinal Staff and the
0ffine of Personnal,

bhe Heporting the receipt and socouniability of CTIA Telew
phone Birectorlee by & form rather than W ocostlier memorandums,

e Submlssion of Security Check Offlcer liste menthly
rather then deily, This improvement will eliminate the handling of
approxinately 142,000 cheok liets annuelly by about 600 comporents
which now sutmit the report daily,

d., Use of a check list Yo fecilitale inspecting and report.
ing on the security features of a contractor's faciiities,

e The following actions affecting ell headquarters components
were #1lao taken by DD/S personnel in collsboration with the Hacords
HManagement Staffs i

8, Simplified the procedures for reporting and accounting
for the usa of vpenalty indicia mail, The revised procolures &re ex—
pected to reduce the anmal headquarters reporting workload by 2530
man hours by eliminating the anrual physiecel inventory report and
the muarterly report of complisnce with the Fenmlty Mail fct. Foth
of these raports were roquired from every hesdquarters cowponent.

be Changed the roporiing frequency froes anmsl to "as reow
quired® for the report, Foreigm Fwards and Decorations, rejuired from
all componenta, ‘nrmal savings of 120 man hours are expected,

2
Approved For Release 2006/07/18 : CIA-RDP70-00211R000700120026-2




Approved For Release 2006/07/18 : CIA-RDP70-00211R000700120026-2

RN

III, DD/I Avea

1, A1l Offices in the DD/I area inventoried snd appraised
their requirements for administrative reports, A review of the
inventory by the Records Management Staff peinted up recommendat-
ions on 20 of the 102 reparis examined, These recommendations,
togother with a plan for contimuing reports management activity
in the DD/I arsa, wore submitted to the Assistant to the DD/I
(Admindstration).

Iv. DD/P Area

1. The Chief, Organization and Methods Staff (DD/P Area),
Management Staff, is currently studying the need for & DD/P reports
management program. Uuildes developed by the Records Manapement
Staff are being used in the study.

Reoorg_@—t_ﬂﬁ’l-s Canapenern cer

for Reports
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